e of the Secretary of State

Washington State Archives

Agenda

Paper Records Reduction Workgroup — 1°** Meeting
Wednesday May 28 — 9:30am- 11:30am

State Records Center — 7590 New Market St SW Tumwater
(off Tumwater Blvd behind State Printer)

Welcome and Introductions — Steve (5 min)
Brief Records Center Tour — Larry (10 min)

How does the system retention and destruction of records work? — Russell
a. Retention Schedule Approval Process (10 min)
b. What are Agencies Storing (10 min)

What does the Legislature want us to do? — Russell (10 min)

Why do you think your agency still creating/storing paper records? — (20 min)
a. Office of the Secretary of State

Office of the Attorney General

Office of the State Auditor

Office of Financial Management

Dept of Corrections

Dept of Social and Health Services

Dept of Health

Dept of Transportation

T@ N0 Q0T

What the Archives Has Found So Far
a. Paper vs. Imaging vs. Born Digital — Terry (5 min)
b. Retention Schedule Improvements — Russell (5 min)

Other Comments / General Discussion — Everyone (15 min)

Homework for Next Meeting — Russell (10 min)
a. What are obstacles to going born digital?
b. What are obstacles to reducing retention periods?

Next Meeting

n Paper Records
Reduction Workgroup



ENGROSSED SUBSTITUTE SENATE BILL 6002
63rd Legislature
2014 Regular Session

Sec. 119. 2013 2nd sp.s. ¢ 4 s 120 (uncodified) is amended to read as
follows:

(6) The legislature finds that the volume of state records retained

in paper format continues to grow, increasing the records storage costs
for the state. The secretary of state shall convene a work group to
study methods for retaining records in electronic formats and for
shorter periods of time, with the goal of reducing the volume of stored
paper records by ten percent by the end of 2016, and an additional ten
percent by the end of 2018. The following state agencies shall
participate in the work group, which shall report to the appropriate
committees of the legislature by December 31, 2014, and December 31,
2015

Office of the secretary of state;

Office of the attorney general;

Office of the state auditor;

Office of financial management;

Department of corrections;

Department of social and health services;

Department of health; and

Department of transportation.

OO Hh 0 Q0 0w

Notes:

Passed the legislature on March 4, 2014;

Signed by the Governor on March 4, 2014 (other sections partially
vetoed) .



Paper Records

Reduction Workgroup

Washington State Archives
Workgroup Membership
As at May 22, 2014
Agency Representatives Advisors
Office of the Secretary of State Ken Raske Katie Blinn
Mike Huntley Dave Ammons
e Washington State Archives Steve Excell Leslie Koziara
Terry Badger Julie Blecha
Russell Wood
Larry Johnson
Office of the Attorney General Jeff Even Linda Hoage
Martin Singleton
Office of the State Auditor Mark Rapozo Cindy Evans
Mike Marty
Office of Financial Management Laurie Lien Anita Wieland
Roselyn Marcus Kathy Cody
e Office of the Chief Information Officer Dave Kirk
Department of Corrections Gunther Johnson
Wendy Stigall
Department of Social and Health Services Jason Howell Millie Brombacher
Mike Conley
Department of Health Bruce Dempsey Sean Krier
Dan Francis

Department of Transportation

To Be Advised
To Be Advised




D Records Management Advice
Issued: September 2013
(Originally Issued: December 2011)

Off ice of the Secretary of State

Washington State Archives

Developing Records Retention Schedules:
State Agency Schedule Approval Process

Purpose: Provide guidance to state government agencies on the process for seeking approval
from the State Records Committee (SRC) for agency records retention schedules.

State Agency Washington State Archives State Records Committee
Develop New / Revise Provide Advice /
Existing Retention Feedback
Schedule

Review Deadline: 15™ of January — April = July - October

r

f Submit Retention i ,,/ Archives Review
Schedule e Determine Archival
'y o Designations
+ Consistency with
existing approvals
Make Corrections (if * Review formatting /
necessary) < k grammar / clarity

Agenda Deadline: 1% Wednesday of February — May — August — November

.
Incorporate into Next Receive Agenda Packets
SRC Agenda Packet T J
[ Review Retention Schedules
: " - ~
Provide Additional [ Provide Arvice./ Fesdback ] Seek Further Information (if
Information (if necessary) J-‘- > necessary) Prior to SRC Meeting
. vy

SRC Meeting: 1° Wednesday of March - June — September — December

™ e
Provide Additional [ Provide Advice / Feedback ]<—> Seek Further Information (if
Information (if necessary) necessary) During SRC Meeting

v

Implement Retention Retain SRC records and Approve / Modify / Disapprove
Schedules send copy to agency Retention Schedules

\

»
ol
L -

J

Additional advice regarding the management of public records is available from
Washington State Archives:

www.sos.wa.gov/archives
recordsmanagement@sos.wa.gov



The Records Center is Cost Effective:
15 Times More Cost-Effective Than Storing Records in an Office

Four drawer vertical file cabinet in an office setting:

Occupies 3.36 square feet of floor space

Holds 6 archive boxes of records

Annual cost to store in $15 per square foot office space is $50.40
Cost per archives box = $8.40

Archives Box at the High-Ceiling Record Center:

Occupies 1.4 square feet of floor space

High-bay shelving holds 31 boxes of records in 1.4 square feet
Annual cost to store at $12.55 per square foot is $17.57 per year
Cost per archives box = $ 0.56

$8.40 divided by $ 0.56 = 15 times more efficient

Notes:
Does not include common areas like aisles or hallways, exterior parking, utilities, shelving/file-cabinet and
other costs common to both office and warehouse storage.



Isabella Bush Records Center Building
7590 New Market Street SW
Tumwater, WA

47,200 square feet
Will hold 296,203 boxes and 39,700 linear feet of DOC Files
5,708 box spaces remaining and 757 linear feet of shelving

Records Center Annex
7821 Arab Drive Unit B
Tumwater, WA

20,956 square feet
Will hold 48,152 boxes
12,998 spaces remaining

Operated by 6 staff
53,116 boxes and 65,321 DOC Inmate Case Files managed per staff

318,699 boxes in holding

39,000 retrievals a year for state agencies

38,000 new boxes per year, 23,000 boxes destroyed per year
Annual growth of 15,000 boxes

391,929 DOC Inmate Files in holding
9,000 retrievals a year for DOC inmate files
20,000 new inmate files per year.
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